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*AEMORANDUM FOR 5 Chief, Administrative Branch, 2PD-DD/P 
SUBJSCT : Action Requasted of the Administrative Branch 


25X1A 
1, As a result of the recent survey by ED th: 
lack of an organizations] manual hes keen cited ae one of the outstand- 
ing deficiencias within the Division. It is requested that you take 
immediate action toe develop an orgenization manual containing: 


8 A conciss and up-to-date statement of the inieaion: 


b. Functional statements that separate the aiasion into the 
smalleet nuxber of dissiailer functions inte which it ey 
be divided; 


¢, Job etatements assigning clearly defined and epecifie func- 
tional responsibilities te key senior personnel of the Divi- 
aion, 


a. Poliey statements neceseary to provida a coordinated and 
directed effort toward afasion sccomplishment 3 and, 


®, Up-to-date and coaplete organisational charts, 


2, Of secondary priority the report alse pointe! out that Standard 
Operating Procedures have net been developed to guide in the performance 
of routine and recurring tasks, A possible explanation for thie lepse 
is the fact that many DPD personnel hava frown up with the job end have 
developei ad hoc procedurss as needed. It is requested thet you insure 
publication oF procedural statenenta by seach Branch Chief to provide for 
the systesatic performance of tasks within each Branch Chief's arsa of 
responsibility, 


3. It is recomended that you explore the possibility of eaploying 
automatic record-keeping devices within the Division, and inplenenting 
# program through Registry for the screening of files to @lininate obso-~ 
lete end useless records, 
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25X1A 
4h. As @ matter for your information , suggested that 
in order to alleviate the present crowded conditions within the Division 
the Conference Roos be converted to office space; the size of executive 
offices be reduced by the use of zovable partitions; ani that souniproof 
walle and cellings be constructed in the more crowded areas te cut dom 
tha anoles factor. It is suggested that you consider the coaments of this 
paragraph when reviewing the overall space program and posaible zoves 
whenever office apace is mada availeble to the Division, 


STANLY W, BERT 
Colonel USAF 
Acting Chief, DPO-DD/P 
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